	Chapter  Three:  

	  

	Section:  Salary and Benefit Administration
	Policy:
 Leaves of Absence

	Approved Date:  January 2010
Revision Date:  February 2012
	Policy Number:     3.6.0
Page 1 of 3



Purpose

To provide consistent and clearly defined guidelines for leaves of absence.
Policy 

All employees have the right to take time off from work for pregnancy, parental, personal emergency, family medical, jury duty and reservist leaves in accordance with the Employment Standards Act.
Personal leaves of absence and professional development education leaves will be considered on an individual basis.

The religious holidays of employees of various religious and ethnic backgrounds will be recognized and treated as leaves of absence.
Procedures

1.0 Employees must submit a request for a leave of absence in writing to their Program Director indicating the reason for the request, the date in which they will be beginning their leave and the length of the leave being requested.  

2.0 Leaves will be reviewed and granted in accordance with the conditions of the Employment Standards Act.  Leaves recognized by the Act include:


· Personal Emergency Leave -unpaid, job-protected time off work for up to 10 days per calendar year
· Pregnancy/Parental Leave –pregnancy leave is up to 17 weeks of job-protected, unpaid time off of work; parental leave is 35 – 37 weeks of job-protected, unpaid time off of work
· Family Medical Leave –unpaid, job-protected time off of work for up to 8 weeks in a 26-week period
· Reservist Leave –employees who are military reservists and who are deployed to an international operation or to an operation within Canada that is or will be providing assistance in dealing with an emergency or its aftermath are entitled to unpaid leave for the time necessary to engage in that operation
· Jury Duty –an employee is considered to be on unpaid leave for the duration of jury duty
3.0

Personal leaves of absence may be granted without pay if, in the opinion of the employer, the quality of the program will not be jeopardized.  As applicable, all existing vacation with pay credits must be utilized prior to the initiation of the leave of absence.  The following factors will be taken into consideration when reviewing a leave of absence request: reason for leave, length of employee service, impact on program, length of requested leave
4.0

An employee who wishes to undertake an approved course of work-related studies that are available only during working hours, will be given consideration for time off without pay to attend classes, providing it does not interfere with the operational requirements of the organization.  Approval must be obtained from the Program Director prior to enrolling in the course.  (Refer to policy on Professional Development and Training).
5.0

An employee may take personal religious holidays as appropriate to their religion and/or ethnic background, without pay.  
6.0

Employees on extended leaves of absence including pregnancy, parental, personal emergency, family medical leave, and jury duty have a right to continue to take part in the shared benefit plan.  For personal leaves the employee may at their expense, maintain the group insurance plan provided the leave is longer than twenty (20) working days in duration.


The employer will continue to pay its shared premium unless:

1) employee indicates in writing they are wanting to discontinue benefits while off.

2) employee does not make necessary arrangements to pay for premiums while off (post dated cheques).  This arrangement must be made before going on leave or premiums will be cancelled for duration of leave.
7.0    Employer contributions to the RRSP will discontinue during the leave, if an employee                  contributes a voluntary amount into their RRSP they may continue to do so and must provide the employer with a cheque to cover this amount. 

8.0

Employees will be paid all vacation paid monies owed when leave begins, unless otherwise requested in writing.  This will be shown on the record of employment as required.  While on leave an employee will not earn paid vacation days, however will be entitled to take the time if desired and will receive the percentage based on actual earnings.  For eg. If an employee earned $600.00 and gets 6% the entitlement would be $36.00.
9.0

Employees will not accumulate sick benefits during a leave.

10.0
Employees will continue to earn seniority and credit for length of service and length of employment while on leave.

11.0
Public holidays will not be paid to an employee during a leave.
